
Announcement No. CFAY-004-02-05

:
Closing Date 12 Sep 05 VACANCY ANNOUNCEMENT 

:
Date of Issue 30 Aug 05 

1.  Job title  (  Grade    5    LAD   3    )   
Administrative Specialist, #10 

)
 Acceptable Trainee Level: 1-4 

                                  
  Administrative     Blue Collar Trade    Security              Medical

No. of Recruitment 

      1

4. Area of Consideration
MLC/IHA

Current MLC/IHA Employee within Activity 
MLC/IHA ( )

Current MLC/IHA Employee in commuting distance 
MLC/IHA ( )

Current MLC/IHA Employee Japan Wide
Off Base Applicant2. Activity

Commander Fleet Activities, Yokosuka 
Safety Office, Training and Administrative Division (Code 004T) 

Working Place: Tomari-cho, Yokosuka

3. Work Schedule  (   40     hww )
 Work Days:    Monday ~ Friday 

  Work Hours/Recess Period:  0745-1630/1145-1230
 Night Shift       Overtime         Business Travel

5.  Type of Employment 
 MLC 
 IHA 

HPT
 Permanent   
 Limited Term (       Months )

6.  Duties 
See attached task list. 

7. Qualification/Physical Requirements 
a.  One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work.  If applicant does not have such work 
experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level.   
b.  Must have GOJ class 1 large sized vehicle driver’s license. 
c.  Knowledge of the programs and operations of the Driver’s Licensing Office. 
d.  Knowledge of traffic law/safety regulations to educate and examine SOFA and local nationals applicants. 
e.  Skill in operating office automation hardware and software such as Windows NT, Microsoft Office (Word, Excel, Access and PowerPoint) and  
    Communications. 
f.  Skill in operating class 1 large sized vehicle.   
g.  Ability to demonstrate and educate safety-driving techniques. 
h.  Ability to speak, read, and write English at fluent proficiency level (LAD-3). 
i.  Ability to speak, read, and write Japanese at native language level. 
*  An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as below. 
   1-4:  a.  One year of clerical, technical, or administrative work experience in any field.  If applicant does not have such work experience, 
                completion of 4-years college/university in any field may qualify him/her at 1-4 level. 
             b.  Must have GOJ class 1 large sized vehicle driver’s license. 
            c.  Skill in operating class 1 large sized vehicle. 
(Note) The selectee of this position must successfully pass driver’s license examinations and get class 1 tractor driver’s license, large sized 
special equipment driver’s license, and several heavy construction equipment operator’s permits.    
*  A handicapped applicant may be accepted, depending upon the degree and the kind of disability.

English Language Proficiency None Basic Intermediate Advanced Exceptional

Educational Background N/A License/Certificate Required 7/8    See block 7&8

8.  Application and Associated Documents Working Condition 

*  Application for Vacancy Announcement  (HROY Form 1) http://hro.cnfj.navy.mil 
* Resume of Specialized Work Experience (HROY Form) http://hro.cnfj.navy.mil 
* Complete  in Japanese    English Either 

Copy of English Proficiency Certificate 
Copy of  GOJ Class 1 Large Sized Vehicle Driver's 

License 
80  (12cm x 23.5cm)

        12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

      Driving or boarding 
      examination vehicle.  

 for Job Inquiries  Office to Submit For Official Use

PD No: CFAY-004T-007
PD is accurate and current. 
Certified by Activity:  ts 8/19

 Office/POC 
Management Office, CFAY 

Mr. Sato/Ms. Ishihara    

DSN 243-8148 / 8143 
NTT 046 (816) 8148 / 8143

1 banchi Tomari-cho, Yokosuka, Box 22 
 (HRO) 

COMNAVFJORJAPAN, Human Resources Office Yokosuka (HRO), 
MLC/IHA Employment Office (N131D)  

046 (816) 8152  (DSN) 243-8152 
HRO: ah8/30 yk 8/30 

Incomplete applications will not be considered. 
  Submitted applications will not be returned. 




